Label-Lite Online
Manual

Only 3 steps away of sending your shipments

Part | Connection

Part Il Create the shipment
Part Il Print the label(s)
Part IV Data Transmission
PartV Track & Trace

Tip: add our website to your favorites, always keep
your username and password at hand.

Deel I: Aanmelden

https://services.gls-belgium.com

Choose the language »

Label-Lite Online

ur username and password
Welcome to the o
GLS Online Service Centre!”
ST i

Helpdesk Label-Lite Online
e-tools@gls-belgium.com

Tel.: +32 2 55 66 223

Deel Il: Aanmaken van een zending

You have 2 options to access the screen of encoding
Click on Parcel, Freight or Express.

Parcel: Parcel Network
Freight: Pallets, freight network

Label-Lite Online

Freight Import & corrections. Email nofificatie

Tmport

More than 4 pallets
f Day Make your choice, choose parcel to start
Quick reference
addressesandallthisonine. T e
LsbelLite Online is your personal dispatch assistant.
 few cli jou want to.
-an quickly find with the GLS ParcelShop

Or just take the parcels to the ParcelShop around the corner, which you c
inder.

Order processing Address book
s and freight
are program that supports the

Manage s addresses to make sending
re comfortable. You do not

future; simply selecta

> Address management
> Import & corrections

> End of Day

> Import
> Express

Click on “New Order”

Step 1:
order ceas dtvery PARCEL Your “pikcup
@ o address” is
automatically

Information on pickup address

displayed, select
it and click on

BN 100000071 55-1520-DROGENSOS- HUMANITETSLAAN-ITSUPPORT GLS BELGIUM

Transport orders PARCEL
[ Printlabel(s) | [ Delste order(s) | [ Transmit |

0 shipment(s)

“Next”.
Step 2:
Fill out all mandatory fields Enter the

Order details delivery PARCEL

@ oeivery
Information on delivery address

delivery address
and click on
“Next” or select
an address from
your contacts in
the “Alias” field
and click on
“Next”.

Complete your shipment in 3 steps:

Choose a reference for your shipment
Step 1: pickup address
« for a shipment, select the first pickup address
shown
Step 2: delivery: the address of your customer.
Step 3: shipping details: “Quantity” and
“Weight” are mandatory fields.

: For a Pick&Ship or Pick&Return you need

to click Newpickup and fill out the pickup address.

Step 3:

Fill out the
numbre of
packages and
- their weight,

. Click on add

Shipment details

Click on “Save”,
“Save and
print” or “Save
and new order”.

» porm - =

Barcode Ty eight Status .
Choose voxr prefereice to continue

: Only fill out “Requested pickup date” if

different from the next working day following the encoding
date.




Deel llI: Print the label(s)

Transport orders PARCEL

2 shipment(s)
Select and print shipments

| ITSUPPORT GLS BELGIUM  ITSUPPORT GLS BELGIUM 1 10
u

ITSUPPORT GLSBELGIUM  TSUPPORTGLSBELGIM 1 10 | x

. .. Print shipment one by one

Step 1:

Select one or
more
shipments an
click on “Print
lablel(s)”.

Confirm

Select the position of the first label

Step 2:

Selectthe
position of the
first label and
press “Print’.
The labels are
displayed in
PDF format,
ready for
printing.

1N 7100
391 % anecee

:Fora
Pick&Ship or Pick&Return

labels won’t be printed

716300057710
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ITSUPPORT GLS BELGIUM

UPPORT GLS BELGIUM

Transport orders PARCEL

7§ygy!|gﬁ}/ your shipments and transmit f o
[VReference Shipper Consignee Units
| TSUPPORT GLS BELGIUN  TSURPORT GLSBELGIUM 1 x
1 ITSUPPORT GLS BELGIUM  ITSUPPORT GLS BELGIUM 1 x

Jransmit shipment one by one

Deel IV: Data transmission

Step 1:

Select on or
more
shipments
and press
“Transmit”.

: Once the data is transmitted, you no langer

have the option to edit or delete the shipments.

Confirm

Are you sure that you want to transmit this(these) order(s)?

Step 2 : Transport documents are available after the
transmission of your shipments. Click on “End of Day”,
select allyour shipments and choose “Print”.

If nescessary you also can reprint your labels here.

Order processing  Address book Track & Trace eBilling
Parcel Address management  Extended shipment tracking  Invoices
Freight Import & corrections Email notficatie
Express Direct Debit

o than 4 pates

Guick rterency
Pk A Product oue

= V] M [esron @]

Select the shipments and press

“Print” to print the shipmentlist

Reference ~ Shipper Consignee Units Weight Action

s HUMANTEITSLAAN 236 HUMANTERTSLASN238 1 10 (I

HUMANTENTSLAANZ30  HUMANTENTSLAANZ3S 1 10

Deel V: Track & Trace

You can check the status of your shipments

Track & Trace

Keep track of your parcels — simply enter the dispatch
pericd to see the delivery status. You can also find out
the current parcel status, by entering the shipment
number or post code for example.

» Extended shipment tracking

Step 1: Fill out the search criteria and click on “Search”.

Order processing ~ Address book Track & Trace eBilling

Parcel Address management Invoices.
Freight Import & corrections: Email nofificatie
Express Direct Debit
Import

More than 4 pallets

End of Day
Quick reference
ShopRetum
Barcode or shipment No Customer Number ummml Date to l
# AL v I
Customer rference Status Country Zip Code
[ o [ ]
‘ ‘Shipments Overview ‘ ‘ Labels Ovenview ‘ ‘ Download ‘

1. Choose a filter (date, shipment number, reference,...)

and press Search

Shipments Overview 29 shipment(s)

2.POD

Shipment No. Your reference  Initial Date Status Zipcode Name Pod Ml
TESTI3 120052020 GANGELLED BE1620 TEST33 FREIGHY O =1
TEsT27 12052020 cavceLLeD BE2611 TEST27 FReEIGHY O =1
TEST4S 12052020 GanceLLeD Luagso TesTas FReicH] O =1
TESTSO 120052020 CANCELLED LU4gs0 TESTSO FREIGHY O =1
TESTE 120572020 BE1620 TESTS FREIGHY O =1
TESTIA 12052020 BE1030 TEST14 FReEIGHY O =1
TEST20 12052020 BE1030 TEST20 FReEIGHY O =1
TesT21 12052020 BE1030 TEST21 FrReicHy O =1
TESTIO 12052020 CANCELLED Lu4gs0 TEST39 FREIGHY O =1
TEST4S 1200572020 _caNGELLED Lu4ss0 TEST43 FReEIGHY O =1

Step 2 : Through the magnifying glass (“POD” column)
you can view the proof of delivery, it is also possible to
optain this information by mail (see the “Mail” column).



